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Private Provider Face to Face Case Recordings Web Application
Overview

The purpose of the private provider case recording web application is to
provide an effective and reliable method for users to document private provider
face-to-face case recordings in TNKids. Private providers are non-DCS
employees, thus do not have direct access to the TNKids application to
document their case recordings.

On July 19, 2006 OIS presented several options for delivery of a quick solution to
the project stakeholders. Stakeholders unanimously agreed that a web portal
was the most feasible method for the private providers to document their own
case recordings for DCS custodial clients. A major benefit to be gained from this
web application is the elimination of the need for Family Service Workers to
obtain private provider face-to-face meeting minutes and document them as
private provider case notes.

To better protect client’s personal information recorded in TNKids, private
providers will only be able to view & access basic information on clients and the
client’s case recordings, that the provider has an active association and client’s
placement de-authorization date is less than or equal to sixty (60) days from the
face to face occurred date. In other words, if a private provider does not provide
any services to a particular TNKids custodial client or had a service association
from the client’s placement de-authorization greater than sixty (60) days from the
face to face occurred date, then the private provider will not be able to access
that client’s information in the Private Provider F2F Web Application to document
a case note.
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Private Provider Face to Face Case Recordings Web Application

Private Provider - Face to Face With Client

File Edit “iew Favortes Tools Help
LRl x| 2 | Qi Search GdFavortes hnedia o4 | By S = 5 ]

Address I"cj hitps:/ftestdosweb state th usfwebapps/commanyspfoginjsp j ~Go | Lirks
GD.ngB|C' d Go +© e e ||Q Popups okay: | % Check « " AutoFill () Settings~ |@ hd

=]

Ernail ID: |

0OR

EN/EI Mumnber: IENOMNIUI

Password: [ b |

Help Sian In |

-l

The user will be assigned an EN number and password to log into the Provider Face-to-
Face web application. After entering the information, the user will click on the “Sign In”
button to continue. The “Web Application Access & Training Request” form must be
completed and submitted to the Child Placement & Private Providers Unit in order for a
provider staff to receive access to the application
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Private Provider Face to Face Case Recordings Web Application
Face to Face With Client continued

-a hitps:fftestdosweb state tn.usfwvebapps/commondgspiloginjsp i_

G+ = [ AutafEll @

Services and Appeals Tracking ou can track your services and appeals
Resource Home ou can maintain your resource homes

Private Providers Face-to-Face Case Recording ou can record face-to-face case recordings for your
clients,

The user will click on the “Private Providers Face-to-Face Case Recording” link.
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Private Provider Face to Face Case Recordings Web Application

Face to Face with Client Search Link

Searched Clients List

The user will click on either of the two “Search” links on the upper right hand side of the
screen.
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Private Provider Face to Face Case Recordings Web Application
Face to Face With Client continued

= - (&3 F & 5 o =
-a pefftestdosweb state tnuspwebapps/ppfficommaonds plindexjsp i_

Cl~ 2 | =] AUt C

2 Client Search — Web Page Dialog EHER

123756

The user will enter the search criteria. The user may search by first name, last name, SSN
and/or Client ID. The user will click “Find” to continue.
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Private Provider Face to Face Case Recordings Web Application
Face to Face With Client continued

2 Client Search Results - Web Page Dlalog

:E Bizsell. Bill DS»’DSH 995 | Asian

To select a result from the search the user will click on the check box next to the client
they wish to select and click “OK”. If the user wishes to search again using different
search criteria then the user will click on “Search” to repeat the search.
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Private Provider Face to Face Case Recordings Web Application

Face to Face With Client continued

File Edit “iew Fawvortes Tools Help
HBack v = - (D 8] A Dsearch EFavorites Media F | By & = = 2
Address I’.cj hitps:fftestdosweb state tn.usfwebapps/ppiZficommonysplindex jsp j @Go | Links
Go ngc|Cv dGD + S aEy b ? ||Q Fopups okay | % Check - At () Settings» |'@ <
Home FAD Sign Out Seaich
Clear All
Bissell, Bill (ID:123756) Add Caze Recording Frint Caze Aecordings Llear

Gender. Male DOB: 0340541995 Race: Asian
In

Completed | Completed Oceured ||
Emard| Method Date Date Contact Type Recording Source

Details © Mark [Mormal 04/04/2007 |04/04/2007 ' PrivateProvider - Face to Face with Client

Details ~ Mo Mormal 04/04/2007 04/01/2007  PrivatefProvider - Family/Sibling Yisitation F/F Courtd, Test [113038]
Detail: ~ Yes Mormal 04/02/2007 03/29/2007 | Private|Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038)
Detalls ~ Mark  Mormal 03/29/2007  03/25/2007  Private|Provider - Face to Face with Client
Details ~ Mo Mormal 04/04/2007 03M15/2007  Private Provider - Family/Sibling Wisitation F/F Courtd, Test [113038)
Detail: ~ No 03/15/2007  Private Provider - Face to Face with Client

Details = Mark  MNormal 03/20/2007 '03/10/2007 | Private Provider - Family/Sibling Visitation F/F
Detals ~ Yes Momal 03/20/2007 03/05/2007  Private Provider - Family/Sibling Yisitation F/F

Detail: ~ Yes Mormal 03/20/2007  03/01/2007 | Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038)
Detall: ~ Yes Mormal 02/23/2007  02/22/2007  Private Provider - Face to Face with Client

Details ~ Yes  Syztem 03/18/2007 02A15/2007  Private Provider - Family/Sibling Visitation MOT FAF Courtd, Test [113038)
Detail: ~ No  System 03/18/2007 02/15/2007  Private Provider - Family/Sibling Visitation F/F Courtd, Test [113038)
Details ~ Mo Mormal 02/26/2007 02M5/2007  Private Provider - Family/Sibling Wisitation MOT F/F Courtd, Test [113038)

Detail:  Mark  Mormal 02/23/2007 02/15/2007  Private Provider - Face to Face with Client

Detall: ~ Yes Mormal 02/23/2007 02/14/2007 | Private Provider - Family/Sibling Visitation F/F

Detailz ~ Yes  System 03/09/2007 02/03/2007  Private Provider - Face to Face with Client

Detail: ~ Mark |Mormal 03/02/2007 02/02/2007  Private Provider - Face to Face with Client —
Details ~ Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client

Detail: ~ Mark  Systemn 03/04/2007 02/01/2007 | Private Provider - Face to Face with Client

Detail:  Mark  Mormal 02/27/2007 02/01/2007  Private Provider - Family/Sibling Visitation F/F

Dietals © Yes  Momal 02/28/2007 02/01/2007  Private Provider - Family/Sibling Visitation MOT F/F Courtd, Test [113038)
Details ~ Mo MWaormal 02/26/2007 02/01/2007  Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038] ;I
[Pt A [ s

The system will display all case recordings that have been entered by the provider for the
selected client(s). To add a case recording, the user will click on the “Add Case

Recording” link.
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Private Provider Face to Face Case Recordings Web Application

Face to Face With Client Contact Type

File Edit “iew Favaortes Tools Help |
EBack v < - D A | Qsearch GaFavorites iMedia <8 | By S =1 12 =
Address I’cj hitps:fftestdcsweb . state tn.usfwebapps/ppf2ficommonds plindex s p j @Go | Links
GD.JSIE|C' dGD + D& ? ||Q Popups okay | "% Chack ~ At () Settings~ |'@ hd

Home FAQ Sign Out Search

Add Case Recording — Web Page Dialog | 2] %]
Contact Type: ;l
i i 2 Occured Date: | Private Provider - Face to Face with Client
Bissell, Bil (ID:123756) \wfos DI | 3t Provider - Famiby/Sibling Viition F/F
Gender Male  DOB: 09/05/1995 Race: Asian &8 Frivate Provider - Family/Si

Visitation NOT FAF

M. Eﬁ!ﬁ:z?j Engz{z{sd IT[;:; Recorded For: |
Dietails  Mark [Marmal — [04/04/2007  04/04/,
Detal: ~ No (Momal — 04/04/2007 04/01/
Delais || Ves |Nomal |04/02/2007 |03/25/|  Centact Information:
Detals | Mark Momal  03/29/2007 03/25/  Location of Contact
Detals | Mo Nomal |04/04/2007 03,15/ Personls] Contacted
Details | Mo 03715/ Mame of Person(s)
Detals  Mark (Momal — 03/20/2007 0310/
Detals  Yes (Momal  03/20/2007 03/05/
Details = ‘Yes Marmal 03/20/2007 03701/,
Detall: ~ Yes (Momal  02/23/2007 02722/ i‘ M
Detals  Yes |Spstem 037182007 02715/
Detal: ~ No (System  03/18/2007 02715/
Detals Mo (Momal  02/26/2007 02715/
Detals  Mark (Momal — 02/23/2007 02415/,
Detail: ~ Yes Mormal 02/23/2007 021472007 | Private Provider - Family/Sibling Yisitation F/F
Detall: ~ Yes System 03/09/2007 02/03/2007  Private Pravider - Face to Face with Client
Details ~ Mark  Mormal 03/02/2007 02/02/2007  Private Provider - Face to Face with Client -
Detail: ~ Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client

Detaills ~ Mark  Systemn 03/04/2007 02/01/2007 | Private Provider - Face to Face with Client

Detail: ~ Mark  Mormal 02/27/2007 02/01/2007  Private Provider - Family/Sibling Yisitation F/F

Detail: ~ Yes Mormal 02/28/2007 02/01/2007 | Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038)

Details ~ Mo Mormal 02/26/2007 02/01/2007  Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038) LI

The user will select Private Provider - Face to Face with Client. Other choices listed are,
Private Provider — Family/Sibling visitation F/F and Private Provider — Family/Sibling
Visitation NOT F/F. These will be discussed later.
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Private Provider Face to Face Case Recordings Web Application

Face to Face With Client Occurred Date

A Add Case Recording — Web Page Dialog

Frivate Provider - Face to Face with Client
03401 /2007

/0472007
/0442007
A02/2007
/2972007
14/04/2007
[3/20/2007
3/20/2007
3/20/2007
[2/23/2007
341842007
3/18/2007
2/26/2007
2/ 2342007
2/23/2007

3/09/2007 |02/03/2007  Private Provider -

Face to Face with Client

3/02/2007 |02/02/2007  Private Provider -

= = T
ace to Face with Cli

3/04/2007 |02/01/2007  Private Provider -

Face to Face with Cl
S

3/04/2007 F2007  Private Provider -

Face to F.

12727 /2007 #2007 Private Provider

2/28/2007 F2007  Private Provider -

SeEmEE
2/26/2007 F2007  Private Provider -

2/23/2007 £2007 IF’r vate Provider -

- :am!IfJS al
_amflya‘s al
amll;;.fS al

Courtd, Test [113038)

rEourt4, Test [113038)

Face to Face with Cli

The user will enter the “Occurred Date”. The “Occurred Date” is the date the visit actual

took place.
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Private Provider Face to Face Case Recordings Web Application
Face to Face With Client continued

Gender:

Details
Details
Delails
Detais
Detais
Delails
Details
Detais
Details
Detais
Detais
Detais
Detais
Delails
Details
Details
Details
Detais
Detais
Delails
Details

Netail:

Bissell.

Male

In
Errar?|

Matk
No
‘res
Matk
No
Mark
Yes
Yes
‘res
Yes

Bill (ID:123756)

DOB: 08/05/1995 Race: Asian

ormnal
Normal
Mormal
Normnal
Normnal
Mormal
Normnal
Normal
Mormal
Systemn
Systemn
Normnal

Normnal

Mormal
Systemn
Normal
System
Systemn
Normal
Mormal
Normnal

Marrnal

04/04/2007
04/04/2007
04/02/2007
03/29/2007
04/04/2007
03/20/2007
03/20/2007
03/20/2007
02/23/2007
0341872007
03/18/2007
02/26/2007
02/23/2007
02/23/2007
03/03/2007
03/02/2007
03/04/2007
03/04/2007
02/27/2007
02/28/2007
02/26/2007
2422007

Completed | Campleted Ocoy
Method Date Da

04/04/,
04/01/,

Occured Date: (73,071 /2007

Wwas DCS Employee Present Duning The Face To Face Mesting?: [
Aire you recording this F2F contact for another person®: [~

Client |D: |123756

Recorded For: |

o3/23,  Contact Information:

03/25/,

Location of Contact:

03715/, Personls) Contacted: [oant
Name of Person(s): [Eissell, il [Self)

03410/,
03/08/,
03/01/
02/22/,
02A15/,
02415/,
02A15/,
0215/,
02414/,

Save Close

02/03/2007
02/02/2007
02/01 /2007
02/0n /2007
02/01/2007
02/01 /2007
02/01 /2007
2/ #20N7

Private Provider -
Private Provider -
Private Provider -
Private Provider -
Private Provider -
Private Provider -
Private Provider -

Priveabe Proveider -

Face to Face with Client

Face to Face with Client

Face to Face with Client

Face to Face with Client
Family/Sibling Yisitation F/F
Family/Sibling Visitation NOT F/F
Family/Sibling Yisitation F/F

Fare tn Fare aith Chent

Courtd, Test [113038)
Courtd, Teet [113038)

The user will answer the question, “Was DCS Employee Present During The Face To
Face Meeting”? If the worker was present, the user will click on the check box next to the
question. If the worker was not present, then the user will leave the check box blank.
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Private Provider Face to Face Case Recordings Web Application
Face to Face With Client continued

File Edit ‘“iew Favortes Tools Help |
GBack * = v @ A | @ Search (GFavorites EiMedia o | B S =1 -2
Address Iig“l hitps:/ftestdoaweh state tn.uswabapps/ppiZiicommanyjsp/index jsp j @ Go | Links
GQ.JS]E|C' ;IGD + D& ? ||Q Popups okey | 7 Check + =) Autafil () Settings~ |@ A

Home FAQ Sign Out Search

Add Case Recording —- Web Page Dialog EHE
Contsct Tupe: | Private Provider - Face to Face with Cliznt =1
Bissell, Bill (ID:123756) Oceured Date: 03,01 /2007 Client 1D: [123756
Gender: Male DOB: 09/054995 Race: Adian Wwas DCS Employee Present Duning The Face To Face Mesting?: [

Aire you recording this F2F contact for another person® [
M. Cﬁrgﬂz? Coggltztad IE Recorded For IEaroIe Charger

Dietails  Mark [Mormal — [04/04/2007  04/04/,

Details -~ Mo Mormal 04/04/2007 04/017

Delals  ‘Yes Momal  |04/02/2007 0329/ Contact Information:

Delalls  Matk Nomal  03/23/2007 |03/25/,  Loeation of Contact 5
Detals | Mo [Nomal 0470472007 03415/  Personfs] Contasted: [FfSoy

Details  Mark (Momal — 03/20/2007 03710/ Name of Personls} [Bissell, Bill (Self)

Detals  Yes (Momal  03/20/2007 03/05/

Detals ~ ‘Yes (Momal  03/20/2007 03/01/

Detail: © ‘Yes Mormal 02/23/2007 02722/

Details ~ Yes  System 03/18/2007 02157 il ﬂl
Detals ~ No [Spstem  03/18/2007 02115/

Details -~ Mo Mormal 02/26/2007 027157

Detals  Mark (Momal — 02/23/2007 0215/

Detalls  Yes (Momal — 02/23/2007 02/14/,
Details ~ ‘Yes  System 03/09/2007 ' 02/03/2007  Private Pravider - Face to Face with Client

Detail: ~ Mark  Mormal 03/02/2007 02/02/2007  Private Provider - Face to Face with Client

Detaill: ~ Mark  System 03/04/2007 02/01/2007 | Private Provider - Face to Face with Client

Details ~ Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client e
Detail: ~ Mark | Mormal 02/27/2007 02/01/2007 | Private Provider - Family/Sibling Yisitation F/F

Details ~ Yes Mormal 02/28/2007 02/01/2007  Private Provider - Family/Sibling Visitation NOT F/F Courtd, Test [113038)
Dietals -~ Mo Momal 02/26/2007 02/01/2007  Private Provider - Family/Sibling Wisitation F/F Courtd, Test [113038)
Details ~ Yes Mormal 02/23/2007 |02/01/2007  Private Provider - Face to Face with Client j

The user will answer the question, “Are you recording this F2F contact for another
person?” If the user is entering the case recording for another person then the user will
click on the check box next to the question. The user will also record the name of the
person who was present at the F2F meeting in the first name last name format.
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Private Provider Face to Face Case Recordings Web Application

Face to Face With Client Location of Contact

File Edit “iew Favaortes Tools Help |
EBack v < - D A | Qsearch GaFavorites iMedia <8 | By S =1 12 =
Address I’cj hitps:fftestdcsweb . state tn.usfwebapps/ppf2ficommonds plindex s p j @Go | Links
Ga.13k|Cv dGD + D& ? ||Q Popups okay | "% Chack ~ At () Settings~ |'@ hd

Home FAQ Sign Out Search

Add Case Recording — Web Page Dialog | 2] %]
Contact Twpe: | Private Provider - Face to Face with Clint =1
Bissell, Bill (ID:123756) Decurmed Date: [03/01 /2007 Client 1D: [123756
Gender: Male DOB: 09/05/1995 Race: Asian “waz DCS Employee Present During The Face To Face Mesting?: [

Are you recording this F2F contact for another person?: W
M Eﬁ:ﬁ:z? Engz{z{ed | D%C; Fecarded For: ICarUIe Charger

Detsils  Mark (Mormsl  |04/04/2007 | 047047

Detal: Mo Womal  04/04/2007  04/01/

Details | Yes Nomal  04/02/2007 (03/29/; Contact Information:

Detals | Mark Momal  03/29/2007 03/25/  Location of Contact =

Detais | Mo Momal 04/04/2007 0315/  Personis] Eantacted: |Chid Advacacy Certer

Detais  Mark (Hormsl (03/20/2007 (034107 Mame of Persanis) E%‘g’tmﬁce

Dietals © Yes  Momal 03/20/2007  03/05/ Mot Applicable
Detale  Yes Momal 03/20/2007 03/01/, Other(s) -

. Parent's/Custadian's Home
Details © Yes Momal — (02/23/2007 02/22/, Fesidential Faciity/Group Home
Detall: ~ ‘Yes System  03/18/2007 02715/ Eeﬁnulme Hame

chool

Details - Mo Sestern  03/18/2007 02/15/
Detals -~ Mo Maormal 02/26/2007 02115/
Details — Mark  Maormal 02/23/2007 (027167
Detals ~ Yes  Mormal 02/23/2007 02714/
Detail: ~ Yes  System 03/09/2007 02/03/2007 | Private Provider - Face to Face with Client

Details  Mark Mormal 03/02/2007 02/02/2007  Private Pravider - Face to Face with Client

Details — Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client

Detail: ~ Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client o
Details ~ Mark | Mormal 02/27/2007 02/01/2007 | Private Provider - Family/Sibling Visitation F/F

Transportation

Details ~ Yes Mormal 02/28/2007 02/01/2007  Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038]
Details -~ Mo | MNaormal 02/26/2007 02/01/2007 | Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038)
Detal: = Yes Momal 02/23/2007 02/01/2007  Private Provider - Face to Face with Clhent LI

The user will select the correct “Location of Contact” from the dropdown list. The
locations listed are: Child Advocacy Center, Court, DCS Office, Not Applicable,
Other(s), Parent’s/Custodian’s Home, Residential Facility/Group Home, Resource Home,
School and Transportation. Providers are NOT to select “Not Applicable” when
recording the “Location of Contact”.
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Private Provider Face to Face Case Recordings Web Application
Face to Face With Client continued

File Edit ‘“iew Favortes Tools Help |

GBack * = v @ A | @ Search (GFavorites EiMedia o | B S =1 -2

Address Iig“l hitps:/ftestdoaweh state tn.uswabapps/ppiZiicommanyjsp/index jsp j @ Go | Links

GB.JSIE|C' ;IGD + D& ? ||Q Popups okey | 7 Check + =) Autafil () Settings~ |@ A
Home FAQ Sign Out Search

Add Case Recording - Web Page Dialog | 2] x|
Contact Type: [{3

Bissell, Bill (ID:123756) Oceured Date: 03,01 /2007 Client 1D: [123756
Gender: Male DOB: 09/054995 Race: Adian Wwas DCS Employee Present Duning The Face To Face Mesting?: [
Aire you recording this F2F contact for another person® [

M. Cﬁrgﬂz? Coggltztad IE Recorded For IEaroIe Charger
Dietails  Mark [Mormal — [04/04/2007  04/04/,
Details -~ Mo Mormal 04/04/2007 04/017
Delals  ‘Yes Momal  |04/02/2007 0329/ Contact Information:
Detals | Mak Womal  03/29/2007 Q3/26,  Lowation of Bontack [ Residential Facity/Group Home =1
Detals | Mo [Nomal 0470472007 03415/  Personfs] Contasted: [FfSoy
Details  Mark (Momal — 03/20/2007 03710/ Name of Personls} [Bissell, Bill (Self)
Detals  Yes (Momal  03/20/2007 03/05/
Detals ~ ‘Yes (Momal  03/20/2007 03/01/
Detail: © ‘Yes Mormal 02/23/2007 02722/
Details ~ Yes  System 03/18/2007 02157 il ﬂl
Detals ~ No [Spstem  03/18/2007 02115/
Details -~ Mo Mormal 02/26/2007 027157
Detals  Mark (Momal — 02/23/2007 0215/
Detalls  Yes (Momal — 02/23/2007 02/14/,
Details ~ ‘Yes  System 03/09/2007 ' 02/03/2007  Private Pravider - Face to Face with Client
Detail: ~ Mark  Mormal 03/02/2007 02/02/2007  Private Provider - Face to Face with Client
Detaill: ~ Mark  System 03/04/2007 02/01/2007 | Private Provider - Face to Face with Client
Details ~ Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client e
Detail: ~ Mark | Mormal 02/27/2007 02/01/2007 | Private Provider - Family/Sibling Yisitation F/F

Details ~ Yes Mormal 02/28/2007 02/01/2007  Private Provider - Family/Sibling Visitation NOT F/F Courtd, Test [113038)
Dietals -~ Mo Momal 02/26/2007 02/01/2007  Private Provider - Family/Sibling Wisitation F/F Courtd, Test [113038)
Details ~ Yes Mormal 02/23/2007 |02/01/2007  Private Provider - Face to Face with Client j

When the user selects the contact type of “Private Provider — Face to Face with Client”,
the system will automatically populate the “Person(s) Contacted” and “Name of
Person(s)” fields. The user will click “Save” to continue.
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Private Provider Face to Face Case Recordings Web Application
Face to Face With Client continued

File Edit ‘“iew Favortes Tools Help |-
GBack v = - (D A | @ Search (GFavorites EiMedia o | B S =1 o)
Address Iig“l hitps:/ftestdoaweh state tn.uswabapps/ppiZiicommanyjsp/index jsp j @ Go | Links
GB.JSIE|C' ;IGD + D& ? ||Q Popups okey | 7 Check + =) Autafil () Settings~ |@ A
Home FAQ Sign Out Search
Clear &l
Bizsell. Bill (ID:123756) Add Case Recoiding Frint Caze Recordings Llear

Gender. Male DOB: 09/05/1995 Race: Asian

In || Completed | Completed Oceured | | |
Erord|_Method Date Date Contact Type: Recording Source

Detail: ~ Mark [Mormal 04/04/2007 04/04/2007 | Private Provider - Face to Face with Client

Detals  ‘Yes (Momal — 04/02/2007 03/29/2
Detals  Maik (Nomal — 03/29/2007  03/26/2
Detalls ~ No (Marmal — 04/04/2007 03/15/2
Detail:  Mark (Momal — 03/20/2007 0371042
Detals  Yes (Momal  03/20/2007 03/05/2 0K, I Cancel |
Detals  ‘Yes 'Momal  03/20/2007 03/01/2
Detail: ~ Yes Mormal 02/23/2007 02/22/2007  FIVars FIovaer - Face [0 Face Wit LIemm

@ Was the Client's sibling present during the Face-To-Face meeting?

Details =~ Yes Systemn 03/18/2007  02/15/2007 | Private Provider - Family/Sibling Visitation NOT F/F Courtd, Test [113038)
Dietals © Mo | System 0318/2007 02M15/2007  Private Provider - Family/Sibling Wisitation F/F Courtd, Test [113038)
Details =~ Mo MNaormal 02/26/2007  02/15/2007  Private Provider - Family/Sibling Visitation NOT F/F Courtd, Test [113038)

Details ~ Mark  Mormal 02/23/2007 02M15/2007  Private Provider - Face to Face with Client

Detail: ~ Yes Mormal 02/23/2007 02/14/2007  Private Provider - Family/Sibling Yisitation F/F

Details ~ ‘Yes  System 03/09/2007 ' 02/03/2007  Private Pravider - Face to Face with Client

Detail: ~ Mark  Mormal 03/02/2007 02/02/2007  Private Provider - Face to Face with Client

Detaill: ~ Mark  System 03/04/2007 02/01/2007 | Private Provider - Face to Face with Client

Details ~ Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client e
Detail: ~ Mark | Mormal 02/27/2007 02/01/2007 | Private Provider - Family/Sibling Yisitation F/F

Details ~ Yes Mormal 02/28/2007 02/01/2007  Private Provider - Family/Sibling Visitation NOT F/F Courtd, Test [113038)
Dietals -~ Mo Momal 02/26/2007 02/01/2007  Private Provider - Family/Sibling Wisitation F/F Courtd, Test [113038)
Details ~ Yes Mormal 02/23/2007 |02/01/2007  Private Provider - Face to Face with Client j

If the client has a sibling client, the system will prompt the user with the question, “Was
the client’s sibling present during the Face — to Face Meeting?” If a sibling was present,

the user will select “OK”. If no sibling was present, the user will select “Cancel”. In this
example the user will select “OK”.
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Private Provider Face to Face Case Recordings Web Application
Face to Face With Client continued

File Edit “iew Favaortes Tools Help |-
EBack v < - D A | Qsearch GaFavorites iMedia <8 | By S =1 12 =
Address I’cj hitps:fftestdcsweb . state tn.usfwebapps/ppf2ficommonds plindex s p j @Go | Links
Ga.13k|Cv dGD + D& ? ||Q Popups okay | "% Chack ~ At () Settings~ |'@ hd
Home FAQ Sign Out Search
Clear &l
Biszell, Bill (ID:123756) Add Caze Recoding PFrint Case Recordings Llear

Gender: Male  DOB: 03/05/1935 Race: Asian

In || Completed | Completed Oceured | | |
Erord)|_Method Date Date Contact Tune Rernrrinn Snurce
Details | Mark [Mormal 04/04/2007 | 04,/04,/2007 aAdd Sib"ng — Web page DiEl|Og E

Detalls -~ Mo Mormal  (04/04/2007 (04/00/2007 Sl e B
Details - Yes  Mormal 04/02/2007 103/23/2007

- Courtd, Test [Brother]
Details = Mark MNomal 03/29/2007  03/25/2007 Courthd, Test [Brother]
Dietails | Mo Mormal  (04/04/2007 (02/15/2007
Details -~ Mark  Mormal 03/20/2007 031072007
Detals | ‘Yes Momal  (03/20/2007 |03/05/2007 e FIowieT ey SOy v =T

Detail: ~ Yes Mormal 03/20/2007  03/01/2007  Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038)
Details ~ ‘Yes  Marmal 02/23/2007 02/22/2007  Private Pravider - Face to Face with Client

Detail: ~ Yes  System 031842007 02/15/2007  Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038]
Detall: ~ No  System 03/18/2007  02/15/2007 | Private Provider - Family/Sibling Visitation F/F Courtd, Test [113038)
Detail: ~ No  Mormal 02/26/2007 02/15/2007  Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038]

Detail: ~ Mark |Mormal 02/23/2007 02/15/2007 | Private Provider - Face to Face with Client

Details ~ ‘Yes  Mormal 02/23/2007 02M14/2007  Private Provider - Family/Sibling Yisitation F/F

Detail: ~ Yes  System 03/09/2007 02/03/2007 | Private Provider - Face to Face with Client

Details  Mark Mormal 03/02/2007 02/02/2007  Private Pravider - Face to Face with Client

Details — Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client

Detail: ~ Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client o
Details ~ Mark | Mormal 02/27/2007 02/01/2007 | Private Provider - Family/Sibling Visitation F/F

Details ~ Yes Mormal 02/28/2007 02/01/2007  Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038]
Details -~ Mo | MNaormal 02/26/2007 02/01/2007 | Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038)
Detal: = Yes Momal 02/23/2007 02/01/2007  Private Provider - Face to Face with Clhent LI

When the user selects “OK’ the system will provide a dropdown list of the client’s
sibling(s). By choosing the sibling(s), the system will automatically add the same case
recording to the sibling’s record. The user will select the correct sibling and click “Save”
to continue. If more than one sibling were present, the user will choose one sibling here
and add the other sibling(s) present on the Siblings tab before completing the case
recording.
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Details Link

File Edit “iew Favaorites Tools Help |
EBack v < - D A | Qsearch GaFavorites iMedia <8 | By S =1 12 =
Address I’cj hitps:fftestdcsweb . state tn.usfwebapps/ppf2ficommonds plindex s p j @Go | Links
Ga.13k|Cv dGD + D& ? ||Q Popups okay | "% Chack ~ At () Settings~ |'@ hd
Home FAQ Sign Out Search
Clear &l
Biszell, Bill (ID:123756) Add Caze Recoding PFrint Case Recordings Llear

Gender: Male  DOB: 03/05/1935 Race: Asian

In || Completed | Completed Oceured
Erord)|_Method Date Date Contact Tppe Recording Source

Details | Mark [Mormal 04/04/2007 |04/04/2007  Private Provider - Face to Face with Client

Detail: ~ No  Mormal 04/04/2007  04/01/2007  Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038]
Detall: ~ Yes Mormal 04/02/2007 03/29/2007 | Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038)
Details ~ Mark Mormal 03/29/2007 03/25/2007  Private Provider - Face to Face with Client

Detail: ~ No (Mormal 04/04/2007 031572007 | Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038)

Details = Mark  MNormal 03/20/2007 03/10/2007  Private Provider - Family/Sibling Visitation F/F
[Cietai ‘res  Momal 03/20/2007 03/05/2007  Private Provider - Family/Sibling Wisitation F/F

o) 03/ i i
Details ~ ‘Yes  Marmal 03/20/2007 03/01/2007  Private Pravider - Family/Sibling Wisitation F/F Courtd, Test [113038)
Detail: ~ Yes Mormal 02/23/2007 02/22/2007  Private Provider - Face to Face with Client
Detall: ~ Yes  System 03/18/2007  02/15/2007 | Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038)
Detail: Mo System 03/18/2007 02/15/2007  Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038]
Detail: ~ No Mormal 02/26/2007 02/15/2007 | Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038)

Details ~ Mark Mormal 02/23/2007 02M15/2007  Private Provider - Face to Face with Client

Detail: ~ Yes Mormal 02/23/2007 021472007 | Private Provider - Family/Sibling Yisitation F/F

Detall: ~ Yes System 03/09/2007 02/03/2007  Private Pravider - Face to Face with Client

Details ~ Mark  Mormal 03/02/2007 02/02/2007  Private Provider - Face to Face with Client

Detail: ~ Mark  System 03/04/2007 02/01/2007  Private Provider - Face to Face with Client

Detaills ~ Mark  Systemn 03/04/2007 02/01/2007 | Private Provider - Face to Face with Client

Detail: ~ Mark  Mormal 02/27/2007 02/01/2007  Private Provider - Family/Sibling Yisitation F/F

Detail: ~ Yes Mormal 02/28/2007 02/01/2007 | Private Provider - Family/Sibling Yisitation NOT F/F Courtd, Test [113038)

Details ~ Mo Mormal 02/26/2007 02/01/2007  Private Provider - Family/Sibling Yisitation F/F Courtd, Test [113038) LI

The system will save the information to the client’s record. The new recording will be
listed in descending order by the “Occurred Date’. To continue the user will click on the
“Details” link to the left of the new recording.
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Private Provider Face to Face Case Recordings Web Application

Mark a Case Recording Completed

The system will then display all of the information the user has entered. If all of the
information is correct the user will click the “Completed?” check box and the system
will automatically populate the Date Completed, Completed By and Method fields. If any
of the grayed out information is incorrect, the user will need to select “Delete” and start
over again.
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Private Provider Face to Face Case Recordings Web Application

Private Provider — Family/Sibling Visitation Face to Face

-a https:/festdosweb state tn.uspwebapps/commondgsploginjsp i_

G- = Al L

Services and Appeals Tracking ou can track your services and appeals
Resource Home ou can rnaintain your resource hormes

Private Providers Face-to-Face Caze Recording ou can record face-to-face case recordings for your
clients,

The user will click on the “Private Providers Face-to-Face Case Recording” link.
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Private Provider — Family/Sibling Visitation Face to Face
continued

= -0 A8 E T 4| B -
€] hitps-fftestdeaweb state th uspwehanps] p

G-~ SRl

Searched Clients List

The user will click on either of the two “Search” links on the upper right hand side of the
screen.
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Client Search

- - (@1 AE E 7 I 55
htips:fitestdcsweb state tn usfwebappsippi2ficommaonyspfindex js
P Pps/pp ISP, 1sp
5 ~ ...L

Cl= =] Auta Il

2 Client Search — Web Page Dialog |7 x|

Brad
A dams

The user will enter the search criteria. The user may search by first name, last name, SSN
and/or Client ID. The user will click “Find” to continue.
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Client Search continued

-a hitps:/ftestdosweb state tnuspwvebapps/ppizficommonysp/indexjsp i_

M zne: Gender | DOB

Adams01, Brad tale 10101330
Adams02, Brad Male 10/10/1330
Adams03, Brad tdale 104101330
Adams04, Brad Male 10101330
Adams05, Brad tale 10/10/1930
AdamsE, Brad tale 10101930
Adams 07, Brad Male 10101330
Adams08, Brad tdale 104101530
Adams09, Brad tale 10101330
Adams10, Brad Male 10/10/1330
Adams11, Brad tale 10101330
Adams12, Brad Male 10/10/1330
Adams13, Brad tdale 104101330
Adams14, Brad Male 10101330
Adams60, Brad tale 10/10/1930
AdamsB0, Mark tale 10101932

i
r
r
I
r
I
r
r
I
r
I
r
r
I
r

To select a result from the search, the user will click on the check box next to the client
they wish to select and click “OK”. If the user wishes to search again using different
search criteria then the user will click on “Search” to repeat the search.
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Add Case Recording Link

- - (@1 AE E 7 I 55
€] hitpsfftestdeaweb state th uspwehappsippi2icommonfsplindex jsp
5 e ...L

Gl =]l

Searched Clients List

— e e e

The system will display all case recordings that have been entered by the provider for the
selected client(s). To add a case recording, the user will click on the “Add Case

Recording” link.
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Family/Sibling Visitation Face to Face Contact Type

2 Add Case Recording — Web Page Dialog

1 i /] ;!
ing n

[

The user will select Private Provider -Family/Sibling Visitation F/F. Other choices listed
are, Private Provider —Face to Face with Client and Private Provider — Family/Sibling
Visitation NOT F/F.
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Family/Sibling Visitation Face to Face Occurred Date

- - (@1 AE E 7 I 55
hitps:fftestdosweb state tn.usfwebapps/ppiZficommonysplindex jsp
P Pps/pp ISP,
5 ~ ...L

Gl =]l

The user will enter the “Occurred Date”.
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Family/Sibling Visitation Face to Face Recorded For

- - A = ] 55 5 5
-a hitps:fftestdosweb state tn.usfwebapps/ppiZficommonysplindex jsp i_

Cl= =] Auta Il

(03401 /2007

Missy Chow

N |
I
.
_sae | ok |

The user will answer the questions, “Was DCS Employee Present During The Face To
Face Meeting”? and “Was This Face To Face Meeting Done On Behalf Of Another
User”? The user will also enter the name of the person who made the Face to Face if
appropriate, first name first.
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Family/Sibling Visitation Face to Face Location of
Contact

- E @ 5 =
-a hitps:/ftestdosweb state tnuspwvebapps/ppizficommonysp/indexjsp i_
e~ F el == g » 7 = st e

2 Add Case Recording — Web Page Dialog

Private Provider - Family/Sibling Vizitation F/F
03/01/2007

r
I

Child Advocacy Center

Mot Applicable

Other(z]

Parent's/Custodian's Home
Residential Facility/Group Home:
Resource Home

Schaol

Transportation

The user will select the correct “Location of Contact” from the dropdown list. The
locations listed are: Child Advocacy Center, Court, DCS Office, Not Applicable,
Other(s), Parent’s/Custodian’s Home, Residential Facility/Group Home, Resource Home,
School and Transportation. Providers are NOT to select “Not Applicable” when
recording the “Location of Contact”.
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Family/Sibling Visitation Face to Face Persons
Contacted

A Add Case Recording — Web Page Dialog

Private Provider - Family/Sibling “isitation F/F

03/01 /2007 |
r

I

The user will select the correct “Person(s) Contacted”. This recording is for a
Family/Sibling visitation so the user will select “Family”.
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Family/Sibling Visitation Face to Face Name of Person(s)

2 Add Case Recording — Web Page Dialog

Private Pravider - Family/Sibling “isitation F/F
(03401 /2007

Adarns01. Jill [Birth Mather]
Adarns01, Mark [Brother)
Adams01, Randy [Brother)
fidams01, Tim [Putative Father]

Adame02, Randy [Brother)
gg01. 0

The user will select the “Name of Person” who was at the meeting from the dropdown
list. If a family member’s name is not displayed in the case, then the user will need to
contact the DCS case manager to have the family member added to TNKids. Only family
member are to be recorded in the case recording.
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Private Provider Face to Face Case Recordings Web Application
Family/Sibling Visitation Face to Face continued

-
= [ Asutall

2 Add Case Recording — Web Page Dialog

Private Provider - Family/Sibling Vizitation F/F
03/01/2007

I

Court

Farnily
Adams01, Jill [Birth bother]

The user will click “Save” to continue.
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Add Sibling(s)

- - (@1 AE E 7 I 55
€] hitpsfftestdeaweb state th uspwehappsippi2icommonfsplindex jsp
5 ~ ...L

Cl= =] Auta Il

Searched Clients List

Microsoft Internet Explorer

2)

T

If the client has sibling clients, the system will prompt the user with the question, “Was

the client’s sibling present during the Face — to Face Meeting?” If a sibling was present,
the user will select “OK”. If no sibling was present, the user will select “Cancel”. In this
example the user will select “OK”.
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Add Sibling(s) continued

Searched Clients List

A Add Sibling - Web Page Dialog EIE

A B I
Adams01, Mark [Brother]

When the user selects “OK’ the system will provide a dropdown list of the client’s
sibling(s). By choosing the sibling(s), the system will automatically add the same case
recording to the siblings record. The user will select the correct sibling and click “Save”
to continue. If other siblings were present, they will be added using the Siblings tab
before the case recording is completed.
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Private Provider Face to Face Case Recordings Web Application
Family/Sibling Visitation Face to Face continued

Searched Clients List

| Detais| :IE 13/01/2007 | Private Provider - Family/Sibling Visitation F/F :

The system will save the information to the client’s record. The new recording will be
listed in descending order by the “Occurred Date’. To continue the user will click on the
“Details” link to the left of the new recording.
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Private Provider Face to Face Case Recordings Web Application
Family/Sibling Visitation Face to Face continued

The system will then display all of the information the user has entered. To add more
names of person(s) contacted click on the “Contact Information” link.
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Add Contact Information

~ : il = FE- S == »

= At |

Court Adams02, Randy
Coutt Adams01,Jil

To add family members to the contact link, the user will click on the “Add” button.

April 2007 36



Private Provider Face to Face Case Recordings Web Application
Add Contact Information continued

Adams01. Brad [EIlenl 1D:43846)

_
Delte [Cout Farl
CZ:L sial 3 Add Contact Information Location — Web Pa... [AEY

Child Advocacy Certer
[

Residential F acility/Group Home
Resource Home

Schaol

Transpartation

The user will select the correct “Location of Contact” from the dropdown list.
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Add Contact Information continued

-
= [ Asutall

Court Fam\lg

Court F arnil

The user will select the correct “Person(s) Contacted”. In this example the user is adding
the client.
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Private Provider Face to Face Case Recordings Web Application
Add Contact Information continued

Farnil,

gial A Add Contact Information Location — Web Pa... [AEY

When the user selects “Client” in the “Person(s) Contacted” field, the system with auto
populate the “Name of Person(s)” field. The user will click on “Save” to continue.

April 2007 39



Private Provider Face to Face Case Recordings Web Application

Delete Contact Information

Court “_ Adams01, Brad

F Adamz02, Randy
F. dams01, Mark
F. Adams01, Tim

F. damsT1, Jill

If wrong person is added by mistake, the user will click on the “Delete” link to the left of
the name of the person to be removed from the contact information list. For this example
the user is deleting Tim Adams01.
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Delete Contact Information continued

At
=| AutatEl

Clier dams01, Brad
F. Adams02, Randy
F. Adarns01, Mark
F
Court

The user will be prompted to insure the selected person is to be deleted. The user will
click “OK” if the person selected is correct.
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Delete Contact Information continued

| At
AutatEll

Court "'_ Adams01, Brad
F. Adams02, Randy

F. Acams01, Mark
F. Adars01, Jill

The system will then refresh the screen to show that Tim Adams01 has been removed.
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Copy Case Recording to Sibling(s) Record

- = @ -
-a hitps:/ftestdosweb state tn.uspwvebapps/ppizflcontact_info/contact_info_listjsp i_

[ ? = st

Court 2'_ Adams01, Brad
Court F. Adars02, Randy

Court -J Adams01, Mark
F. Adars01, Jill

To copy a case recording to sibling TNKids record(s), click on the “Siblings” link. The
sibling(s) does not have to be placed with the vendor.
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Copy Case Recording to Sibling(s) Record continued

Adams01, Brad [Client ID:43846]

Adams02, Randy [Brother]

[es ]

To copy the case recording to a sibling(s) TNKids record the user will click on the “Add”
button.
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Copy Case Recording to Sibling(s) Record continued

. = - ) 7] 2 | A 7 2 A ‘ B & = = =
a hitps:/ftestdosweb state tn.uspwvebapps/ppiziisibling/sibli
G : =

Adams01, Brad [Client ID:43846]

Adams02, Randy [Brother]

2 Add Sibling -- Web Page Dialog EHE

The user will select the correct sibling from the dropdown list.
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Copy Case Recording to Sibling(s) Record continued

Adams01, Brad [Client ID:43846]

Adams02, Randy [Brother]

2 Add Sibling -- Web Page Dialog EHE

[Csee]

The user will click “Save” to continue. To copy the case recording to more than one
sibling’s TNK:ids record, the user will repeat the same process. If a client’s sibling(s) is
missing from the list and the sibling is also a client of DCS then the user will need to
contact the DCS case manager to have the sibling(s) added to the TNKids record.
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Delete a Sibling from Siblings Link

Adams01. Brad [Chent ID:43846)

Delete  Adams01, Mark (Brother]
Delete  Adamz01. Randy [Brother)
Delete * Adams02, Randy [Brother]

To remove a sibling from the “Siblings” link the user will click on the “Delete” link to
the left of the person’s name they wish to remove.
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Delete a Sibling from Siblings Link continued

-
= [ Asutall

Adams01, Brad [Client ID:43846]

Delete  Adams01. Mark (Brather)
Delete  Adams01, Randy [Brother)
Delete  Adams02, Randy [Brather)

Microsoft Internet Explorer

2)
[ ot [ Gees |

The system will prompt the user to make sure the user wishes to continue to delete the
sibling. The user will select “OK” to continue.
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Delete a Sibling from Siblings Link continued

Adams01, Brad [Client ID:43846]

Adarns01, Mark, (Brother]
Delete  Adams01, Randy [Brother)

The selected sibling is removed from the “Siblings” link and the case recording will not
be copied to that sibling’s TNKids record.
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Private Provider Face to Face Case Recordings Web Application

Saving a Case Recording

The user may leave and return to the incomplete case recording later by clicking “Save”.
If the user doesn’t mark the recording as completed within 30 days of the occurred date,
then the system will auto complete the case recording as an incomplete recording and it

will also be “Marked In Error” in client’s record.

To return to the list of client(s) initially searched for and chosen, the user will click on the
“Searched Clients List” link on the upper right side of the screen.
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Mark a Case Recording Completed

N = i 4E5~ 5 =
-@ hitps:/fftestdosweb state tnuspwebapps/ppizficommonysplindexjsp i_

G+ =) At

Searched Clients List

| Detais| :IE 13/01/2007 | Private Provider - Family/Sibling Visitation F/F :

The client’s incomplete case recording is now listed. To finish the recording and mark it
as completed, the user will click on the “Details” link to the left of the incomplete case

recording. All case recordings must be completed within 30 days from the occurred
date or the system will complete the recording automatically and mark “In Error”.
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Private Provider Face to Face Case Recordings Web Application
Mark a Case Recording Completed continued

To mark a case recording as completed the user will click on the check box next to the
“Completed?” question.
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Private Provider Face to Face Case Recordings Web Application
Mark a Case Recording Completed continued

The system will auto complete the “Date Completed”, “Completed By” and “Method”
fields. The user must click “Save” to continue and complete the process.
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Mark a Case Recording Completed continued

Searched Clients List

| Detais| :IE 13/01/2007 | Private Provider - Family/Sibling Visitation F/F :

If the user fails to click “Save” after marking a case recording completed the information
will be lost and the user must repeat the process.
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Private Provider Face to Face Case Recordings Web Application
Mark a Case Recording Completed continued

After the user clicks “Save” the system will prompt the user to acknowledge they or the
person they are recording for saw the client. If this is correct the user will click “OK” to
continue.
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Mark a Case Recording Completed continued

- E @ 4
-a hitps:/ftestdocsweb state tnuspwebeapps/ppizfico i_
> = -

G- el == g » ? el =]

Searched Clients List

Normal 04/11/2007 | 03/01/2007 | Private Provider - Family/Sibling Visitation F/F :

The system will refresh and display the newly completed case recording.

April 2007 56



Private Provider Face to Face Case Recordings Web Application

Mark a Case Recording In Error

= At ]|

Searched Clients List

Normal 04/11/2007 |03/15/2007 | Private Provider - Face to Face with Client
PFrivate Provider - Family./Sibling Visitation F/F

04/11/2007 | 03/01/2007

If the user has entered a case recording into the wrong record, the information is incorrect
or later is told the Face to Face never took place, the user must mark it as In Error. To
mark a recording In Error, the user will click on the “Mark In Error” link to the left of the
incorrect case recording.
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Mark a Case Recording In Error continued

-a hitps:/ftestdocsweb state tnuspwebeapps/ppizfico i_

[ el == g » ? = st e

The user must click on the “In Error?” check box and also enter a reason why the
recording is in error.
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Mark a Case Recording In Error continued

Microsoft Internet Explorer

/N

e

If user attempts to save without entering a reason, the system will prompt the user with an
error. The user will click “OK” to continue.
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Mark a Case Recording In Error continued

Thiz recording waz added to this record by mistake and doesn't belong in this record|

The user will enter a reason why the case recording is to be marked “In Error” and then
click “Save”.
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Mark a Case Recording In Error continued

-a hitps:/ftestdosweb state tnuspwvebapps/ppizficommonysp/indexjsp i_

[ el =R S = st i

Searched Clients List

-~ |Details Normal 04/11/2007 |03/15/2007 Private Provider - Face to Face with Cliert

04/11/2007 |03/01/2007  Frivate Provider - Family/Sibling Visitation F/F

After the recording is marked in error, the word “Yes” will be displayed in the “In Error”
column next to the incorrect case recording.
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Mark a Case Recording In Error continued

After a case recording is marked “In Error” it can’t be reversed.
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Private Provider — Family/Sibling Visitation Not F/F

- - @30 4@ E £« 4| By &
-a hitps:/ftestdosweb state tn.uspwebapps/ppfz jsp/i isp i_
> = -

G- = = ¥ ‘ = | Autafll

Searched Clients List

The user will click on either of the two “Search” links on the upper right hand side of the
screen.

April 2007 63



Private Provider Face to Face Case Recordings Web Application
Client Search

-a hitps:/ftestdocsweb state tnuspwebeapps/ppizfico i_

[ el == g » ? = st e

) Client Search — Web Page Dialog EHE

Mark.
|Adams

The user will enter the search criteria. The user may search by first name, last name, SSN
and/or Client ID. The user will click “Find” to continue.
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Client Search continued

= = - @ [ | D (5 % TN = E &

-a hitps:/ftestdcaweb state tn uspwebapps/ppf2ficommonyspfindexjsp i_

2 Client Search Results — Web Page Dialog

Adams05, Brad I ale 10/10/41930 Black
Adams0E, Brad Male 10/10A1930  Black
Adams07, Brad tdale 1041041930 Black
Adams08, Brad tale 10/10/1930  Black
Adams09, Brad Male 10/10A1930  Black
Adams10, Brad I ale 10/10/41930  Black
Adams11, Brad Male 10/10A1930  Black
Adams12, Brad I ale 10/10/41930  Black
Adams13, Brad tale 10/10/1930  Black
Adams14, Brad tdale 1041041930 Black
Adams60, Brad I ale 10/10/41930 Black
AdamsB0, Mark Male 10/10A19592  Black
AdamsE0, Randy tdale 1041041931 Black
AdamsE1, Brad tale 10/10/1930  Black
AdamsB1, Mark Male 10/10A19592  Black
AdamsE1, Randy tale 1041041991 Black
AdamsB2, Brad tale 10/1041930  Black

r
I
r
I
r
r
r
r
I
r
r
i
r
I
r
r

B

To select a result from the search, the user will click on the check box next to the client
they wish to select and click “OK?”. If the user wishes to search again using different
search criteria then the user will click on “Search” to repeat the search.
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Add Case Recording Link

- - (@1 AE E 7 I 55
€] hitpsfftestdeaweb state th uspwehappsippi2icommonfsplindex jsp
5 e ...L

Gl =]l

Searched Clients List

— e e e

The system will display all case recordings that have been entered by the provider for the
selected client(s). To add a case recording, the user will click on the “Add Case

Recording” link.
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Family/Sibling Visitation Not F/F Contact Type

The user will select Private Provider -Family/Sibling Visitation NOT F/F. Other choices
listed are, Private Provider —Face to Face with Client and Private Provider —
Family/Sibling Visitation F/F.

April 2007 67



Private Provider Face to Face Case Recordings Web Application

Family/Sibling Visitation Not F/F Occurred Date

The user will enter the “Occurred Date”.

April 2007 68



Private Provider Face to Face Case Recordings Web Application

Family/Sibling Visitation Not F/F Recorded For

(0341542007

Hery Perking

N |
I
T —
_sae | ok |

The user will answer the questions, “Was DCS Employee Present During The Face To
Face Meeting”? and “Was This Face To Face Meeting Done On Behalf Of Another
User”? The user will also enter the name of the person who made the Face to Face if
appropriate, first name first.
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Family/Sibling Visitation Not F/F Location of Contact

2 Add Case Recording — Web Page Dialog

Private Provider - Family/Sibling “isitation NOT FAF

Transportation

The user will select the correct “Location of Contact” from the dropdown list. The
locations listed are: Child Advocacy Center, Court, DCS Office, Not Applicable,
Other(s), Parent’s/Custodian’s Home, Residential Facility/Group Home, Resource Home,
School and Transportation. Providers are NOT to select “Not Applicable” when
recording the “Location of Contact”.
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Family/Sibling Visitation Not F/F continued

2 Add Case Recording — Web Page Dialog

Private Provider - Family/Sibling “isitation NOT FAF

Heny Perking

System will automatically fill in the “Person(s) Contacted” field with the client and the
“Name of Person(s)” with the client’s name. The user will click on “Save” to continue.
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Family/Sibling Visitation Not F/F continued

Searched Clients List

Microsoft Internet Explorer

2)

o< | cwes |

If the client has sibling clients, the system will prompt the user with the question, “Was

the client’s sibling present during the Face — to Face Meeting?” If a sibling was present,
the user will select “OK”. If no sibling was present, the user will select “Cancel”. In this
example the user will select “OK”.

April 2007 72



Private Provider Face to Face Case Recordings Web Application

Add Contact Information

Parent's/Custadian's Hame AdamsB0, b ark,
Parent's/Custodian's Home Adams60, Brad

To add family members to the contact link the user will click on the “Add” button.
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Add Contact Information continued

-
= [ Asutall

Parent's/Custodian's Home i

Parent's/Custadian's Home

e

Residential Facility/Group Home:
Resource Home

Schaaol

Transpartation

The user will select the correct “Location of Contact” from the dropdown list.
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Add Contact Information continued

Parent's/Custodian's Hame
Parent's/Custodian's Home

Parent's/Custodian's Home

Client
Family

The user will select the correct “Person(s) Contacted”. In this example the user is adding
the mother, so Family is chosen.
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Add Contact Information continued

Parent's/Custodian's Home i

Delete Parent's/Custodian's Home  Famil 3Add Contact Information Location -- Web Pa. .. I_l_

Parent's/Custodian's Home

Family i
=

AdamsEl, Randy [Brother]
AdamsEl, Tim [Putative Father)
LeqggBl, Dma [Grandmother)

The user will select name of the correct person from the dropdown list.
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Copy Case Recording to Sibling(s) Record

Adams60, Maik [Client ID:43676)

AdarsE0, Brad [Brother)

—

To copy the case recording to a sibling’s TNKids record the user will click on the “Add”
button.

April 2007 77



Private Provider Face to Face Case Recordings Web Application

General Information Link

r E i 45 5 =
-a hitps:fftestdosweb state tn.usfwebapps/ppiziisibling/sibling_list jsp i_

=

Adams60. Mark [Client ID:43676)

Adams&l), Brad (Brather)
Delete  Adamskl. Randy [Brother)

—

After the user has entered the sibling(s), the user will click on the “General Information”
link to complete the recording.
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Mark a Case Recording Completed

To mark a case recording as completed, the user will click on the check box next to the
“Completed?” question. The system will auto complete the “Date Completed”,
“Completed By” and “Method” fields. The user must click “Save” to continue and
complete the process.
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Mark a Case Recording Completed continued

After the user clicks “Save” the system will prompt the user to acknowledge they or the
person they are recording for saw the client. If this is correct the user will click “OK” to
continue.
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Mark a Case Recording Completed continued

Searched Clients List

Normal 04/11/2007 | 03/15/2007 | Frivate Provider - Family/Sibling Visitation MOT F/F :

The system will refresh and display the newly completed case recording.
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Clear Link

= At |

Searched Clients List

| I |

NW“E' Microsoft Internet Explorer
Momel

If the user clicks on the “Clear” link, the user will be prompted with the above message
informing the user the client selected will be deleted from the screen. The user will click
OK to continue.
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Clear All Link

= At ]|

Searched Clients List

_

2)

ok ] comca |

If the user clicks on the “Clear All” link the user will be prompted with the above prompt
informing the user all of the searched clients will be deleted from the screen. The user
will click OK to continue.
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Print Case Recordings

@\_:_;' - |g, https:iftestdosweb, state.tn,usfwebapps/ppf2F fcommonfjsplindex. jsp \'| % ‘1 5, |\"ahoo! Search ||}J "
File Edit W¥iew Favorites Tools Help
—— »
T} & Igprivate Provider Face to Face Client Case Recording I l @ b E @ b @Eaga - @TQU‘S -
Home FAQ Sign Out Search
Searched Clients List
Adams85, Brad [ID:44216] &dd Case Recording Frrint E%E Recordings Llear
Gender: Male  DOB: 10/10/1990 FRace: Black
In || Completed | Completed Occured | | |
Eror | Method Date Date Contact Type Recording Source
Details Mo 04/01/2007  Private Pravider - Family/Sibling Vigtation MOT F/F

Matk in Eror Details Mo Mormal 04/12/2007  03/25/2007 Private Provider - Family/Sibling Vistation F/F
Detail: Yes Mormal 04/12/2007 03/15/2007  Private Provider - Face to Face with Client
Matk in Eror Details Mo Mormal 04/12/2007 03/15/2007  Private Provider - Face to Face with Client

=)
o
i)

Adams85. Mark [ID-44224) Add Case Recarding Print Caze Aecordings
Gender. Male DOB: 1041041992 Race: Black

In || Completed | Completed Occured || |
Error | Method Date Date Contact Type Recording Source

Matk in Eror Details Mo Mormal 04/12/2007 03/16/2007  Private Provider - Face to Face with Client

Adams85. Handy (1D:44220) &dd Case Recording Print Case Recordings Llear
Gender. Male DOB: 1041041991 Race: Black

In || Completed | Completed Occured || |
Error | Method Date Date Contact Type Recording Source

Details Mo Mormal 04/12/2007  03/16/2007  Private Provider - Face to Face with Client Adams85, Mark [44224)

To print case recordings, click on the “Print Case Recordings” link for the desired client.
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Print Case

Q-

& | https:fftestdcsweb,state . tn.us/webapps/ppfaf fcommon/isplindex. jsp

Recordings - continued

-

= X R~
_ ) »
w (& Private Provider Face to Face Client Case Recording 5 - & mm v |:;rPage v (Cf Tools -
Home FAQ Sign Out Search

Adams85, Brad [ID:44216]

Enor| | Method
Mark in Eror Details Mo Mormal
Adams85. Randy (1D:44220)

Gender: Male  DOB: 104101931

Eror | Method
Details Mo Mormal

In || Completed | Completed

In || Completed | Completed

a Recordings List -- Webpage Dialog

& | https:{jtestdcsweh. state. tn.ushwehapps/ppf2ficommaon/jspfprint_recording_select % %

Date
04/12/2007

Race: Black
Date

04./12/2007

https: /testdcsweb, state.tn, us iwebapps/ppf2F fcommonyjs| @ Internet

Completed Oceured
Gender. Male DOB: 1041041990 Race: Black || Print Date Date Contact Type:
[] 04412/2007 (03/25/2007 Frivate Provider - Family/Sibling Visitation F/F
In | Completed | Completed
Emor | Method Date [ 0442/2007 03/15/2007 Privste Provider - Face to Face with Client
Details Mo [ 04/12/2007 03/15/2007 Private Provider - Face to Face with Client
Maik in Eror Detals Mo Mormal 04/12/2007
Detsis ‘ves Nomal 0471272007 | _ S=EetAll | Desslectal ok | e |
Matk in Eror Details Mo Mormal 04122007
Adams85. Mark [ID-44224)
Gender. Male DOB: 1041041992 Race: Black

(=]

All case recordings that are available to print are displayed. Only completed recordings
are available for printing.

Note: In Error recordings are included in the list for possible printing.
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Print Case Recordings - continued

e | Recordings List -- Wehpage Dialog
& | https: ) ftestdesweb, skate.tn,us fwebappsippfzficommon)jspiprint_recording_selecti % %

Completed CDcoured
Print [ ate [ ate Contact Type

044122007 02/28/2007 Private Provider - Family/Sibling Yisitation F/F
044122007 03M15/2007 Private Provider - Face to Face with Client
[ 04A2/2007 03152007 Private Provider - Face ta Face with Client

Select Al | Dezelect Al 2k, Cloze

Select the recordings to print using the Select All/Deselect All buttons or the checkboxes
to choose individual recordings. Click “OK” to continue.
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Print Case Recordings - continued

& | https:fftestdesweb. state. tn.us webapps/ppff fcommonfjsp print_recording_preview. jsp
File Edit GoTo Favorites Help
. N »
w (& https: ftestdcsweb, skate. tn.us/webappsippfaficomm. ., 5 - & mm v |:;rPage v (Cf Tools -
. e e 1 .
Bl save acopy (= @ [ REEW II Select [y (‘E\S- _; | @ [us% |- @ O3 . |E pec - w7 Adobe Reader’}?@?

Find: = Previous et

Tennessee Departinent of Children's Services
(Partial) Case Recordings for Adams85, Brad
DOB: 10/10/1990, Age: 16 Yrs, Gender: Male, SSN: 420-33-1185

Occurred on: 03/25/2007  Completed By: F2femp2last. F2femp2 (EV) Completed Date: 04/12/2007
CPS Investigation ID; None
Type of Contact: Private Provider - Familv/Sibling Vicitation Origination of Recording: None
EE

Completed Method: (Normal) User Completed Recorded for:

Contact Information

Location of Contact: Persan(s) Contacted: Person(s) Name
[Residential Facility/Group Client IAdams85, Brad (Self)
[Residential Facility/Group Family IAdams83, Jill (Birth Mother)

| Pages

Occurred on: 03/15/2007  Completed By: F2femp2last, F2femp2 (EV) Completed Date: 04/12/2007

CPS Investigation ID: None
Type of Contact: Private Provider - Face to Face with Client Origination of Recording: None

Completed Method: (Normal) User Completed Recorded for:
Error Status
In El'rnr Errored Date: 04/12/2007 09:06 Identified By: F2femp2?last. F2femp? (EV)
AM E
1of1 [« ] [}

2]
T
i}
£
=
g
E
kS

i Commerts

The selected recordings are displayed in a PDF format document. This document can be
saved for later printing using the “Save a Copy” button in the upper left hand corner. To
print the document now, click either the icon of the printer in the toolbar or use the
File/Print option from the menu bar.
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Change Password

P
@_ v = | &] hitps:}/testdcsweb. state.tn, usfwebapps/common/jsp/user_application_list.jsp ¥ == |t X R |-
File Edit View Favorites Tools Help
- »
U5 4| & Dos web Applications List fai - B o - |sok Page - {CF Tools -
st DCS Web Applications
Logout

Login as Differsnt Lser

:> Change Password

EAQ

Warning(s):

Application Name Application Description
Services and Appeals Tracking “ou can track your services and appeals

Besource Home Y¥ou can maintain your resource homes

Private Providers Face-to-Face Case Recording

“You can record face-to-face case recordings for your
clients.

Mote: Please click an application name link to access that application. IF an application name appears as text it means pou don't have access to that application.

Please tum off any popup blockers you have for this application ta work properly. Please refer to FAD page for details on how to turn off popup blocker.

To change your password, click the “Change Password” link on the home page.
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Change Password - continued

(= Change Password - Windows Internet Explorer,

mr - ‘E, https:/testdcsweb. state.tn.usfwebapps/common/jspjchange_password. jsp V| a +2|| X |‘f’ahnn| Search ‘ 2|~

File Edit Wiew Favorites Tools  Help

o b [@Change Password l_w @ - B @ - | Page - -@ Tools +

Please enter your old and new passwords.

Old Password: [yewessnns

Mew Passwoid (sesssssss

Confirm Mew Password: [gensssnes

Cancel | Change Passward |

Enter your old password. Enter your new password and confirm by entering it a second
time. Click “Change Password” to finish the process.
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Appendix |

Types of Contact for Vendor Case Recordings
Definitions

Face To Face-This is used when a person directly involved in case management makes actual,
physical face to face contact with the designated person[s]. Incidental contacts with persons who
are not recurring, and who are not significant parts of the case, do not need to be added to the
case.

Family/sibling Visitation-Face to Face-This is used when a client visits with a sibling
or other family member (such as a parent or other relative) and a case manager or other
case management staff who meet the requirements for face to face are also present for
the visit.

Family/sibling Visitation-NOT Face to Face-This is used when a client visits with a sibling or
other family member (such as a parent or other relative) and a case manger or other case
management staff are NOT present for the visit. This may be used when DCS support staff or
contract provider staff provides supervision

April 2007 90



Private Provider Face to Face Case Recordings Web Application

Appendix Il

WEB APPLICATION ACCESS & TRAINING REQUEST
E-mail to: Anna.F.Modena@state.tn.us
Fax: 615-532-2263

TYPE OF ACCESS REQUESTED

TNKIDS FINANCIALS [ ] | TNKIDS FINANCIALS [ ] | TNKIDS
DCS PROVIDER INVOICING DCS PROVIDER PLACEMENT FACE-TO-FACE
CHANGE VISITATION
TNKIDS FINANCIALS [] | PROVIDER REQUEST TO [] | TNKIDS
TERMINATE AN
DCS SIR (SERIOUS INCIDENT EMPLOYEE’S ACCESS (Only RESOURCE HOMES
REPORTING) : : -
check this box if you wish to
terminate an employee’s access)

DCS INTRANET ACCESS (Provides access to DCS’ intranet for current forms and other information)

AGENCY CORPORATE NAME:

FIRST NAME:

MIDDLE INITIAL:

LAST NAME:

TITLE:

SOCIAL SECURITY #:

PHONE NUMBER:

FAX NUMBER:

E-MAIL ADDRESS:

MALE: U | remae [
Training Questions:
YES NO
Is training needed for the operation of the system? |:| |:|
SIGNATURE OF AGENCY HEAD:
PHONE NUMBER: ()

DATE:
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